Screen Shot Guide — Updating Position Duties in Evaluation

» EVALUATION CYCLE

STEP|
*Supervisor/Rating Officer *Emp
mployee
CreatesPlan
Acknowledges Plan

If a position description changes during the year, the duties can be updated in the evaluation by
Revising the Plan. If the Plan was not created, it must be completed on the old duties first. Then follow
the instructions below to Revise to a New Plan and New Job Duties. Generally, if the duties are
changed prior to October 1, the employee may be rated on the new duties. If the duties change after
October 1, the employee should be rated on the old duties. Contact Human Resources for guidance.

»A) LOG-IN

Enter http://jobs.cofc.edu/hr/sso in a browser

STEP 3

STEP 2
Employee

(this step is optional)

address bar

¢ Orlog into mycharleston (my.cofc.edu)

0 Select Employee Tab

0 Look for PeopleAdmin under

Quick Links

Log-in with the same name and password that you

use to log into your computer

»B) ACCESS EMPLOYEE PORTAL

COLLEGE of
CHARLESTON

1. Goto
College of
Charleston

Completes Self-Evaluation

STEP 4
Supervisor/Rating Officer

Completes Evaluation and
Ratings

STEP 5 STEP 6a and 6b
Reviewing Officer Supervisor and Employee
Approves Supervisor Meet AND BOTH

Evaluation ACKNWLEDGE

ACTIONS AT A GLANCE
LOg IN.e s A
Access Employee Portal................ B
Access The Evaluation.................. C
GotothePlan.............occove D
Revisethe Plan........................e... E
Update the Plan..............c..c.......... F
Complete the Revision.................. G
LOG OULt...ieiiiieeii e H
Next (Emp. Acknowledges Plan)......I

q | MyProfle  Hep

Employee
Portal

Welcome to your Online Recruitment System

£ InboX (6 items need your attention)

wiatch List J MGG

Useful Links
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http://jobs.cofc.edu/hr

»C) ACCESS THE EVALUATION

1. Select
the Employee
Evaluation (this
can be at any
state up until
the supervisor
evaluation

COLLEGE of

CHARL E:TJ'L}HN

Pefiommance
& My Reviews

B My Emaloress’ Reviews

Your ACtien ltems

foeen Descriptian

Program for Dee Cole Supsndsor Creates Flan

Supandsar Crestes Flsn

Program for Linda McClenaghan

Welcome to the Employee Portal, Edward B. Pope

of Clarkston M 54 Peopleddmin

Helo Edward B MyAccount  Log Out

e Cate Sana Astian
a | sitati | =
" [recitasic =

is completed
and sent to the Reviewing Officer

»D) GO TO THE PLAN

COLLEGEof

CHARLESTON s Peemoc

1. Access the Plan ANNUAL REVIEW PROGRAM

Evaiuaion Type: Foca
= - Progran Tiretrame Gaa 3o
En & oo Coreviewer Ad¢ Co-ieviewe

Cadege of Charestan

Plan
Dvwatviaw
Pran

" o

Meegrens Metes [
History

Purpose
W My Reviews

B My Empleyers’ Reviews

Foview Status:
Last Updated:
Mt Step:

»E) REVISE THE PLAN

1. Select
Revise

R Shatus:
Last Upcatea:
Lait Compiated Bup:

Overvaw
Plan

Suparvisar Evalsation

[
Pragress Notes
Approvals &

Atknowsdgemants

Instructions

Hntagy

=y Revises

iy Employees’ Rosvives

Values and Characteristics Section
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»F)UPDATE THE JOB DUTIES

Ht:nefe naghan

2014 Annual Program

1. Select the
the Job Duties

[—

Evaation Type.
Program Tematrame:
Coreviewir

Eward B Fope

Ravion Status,
Last Upclatedt:
Last Compieted Soep:

Tab

iioiskslped Revise Objective Plan
2. Select —_— -
the Position it
Title and “Apply” || e i =
(notice that the s T —
duties are now o, ) e g s e ety

updated)

e My Employess’ Reviews

hess 200 NEIELTRCOMMENS ew DI ang dolvery MEmoss

Deveiogs o6 LOMTNG FrOgTam, (MFana erhandeTent pOGrarms. A TECOTVTANES EnNInCEments ssck I Mplemersaion of
LAEE prograrm. Warks clotby e wncors sl Sveops cFok a

sob Duty

Rl I CONUBEGR e

3. Devebips, ent P web a6 for Human &

»G) COMPLETE THE REVISION

Jab Duty

1. Select

“Revise” at the
bottom of the

Jab Duty

7. Manages training budget —

5. Determines when subject m
& and comect. ACCepts (eServations for rinkng and sends Temincers prior (o e event. Supervises CONSURINTS, DO INIEMA 300 EXSMAal, BIOUZAT In 10 CONTUCE SPaCE

raining Iookiee for WAty 10 IMPSCVE. RESEANCIES ANG ECmMends new raining programs. Orders and deveiops aining maserids, beochures, and quick guides
fiic l PO 4363

FEGUTES & CoNsURANt Of professional resource o

N of OIT-CAMpas. Igeniies expens and CoOINAles programs 1o be presented. Schedule

ining area, ensures vt up
training

ensuring complance wih al College. Sate and Federal financh WoikS 10 Ensune that expenditures are cost offective.

»H)LOG OUT

COLLEGE
CHARLESTC

1. Select
“Log Out”

N

. Hggﬁanaghan

Training Director

Edward B. Pope

College of Charleston

Overview

Plan

Progress Notes

Histary

W My Reviews

PeopleAdmin

Home @§i)  Performance ~ Hello Edward B My,

Annual Program

Evaluation Type: Focal Review Status:  Open |
Program Timeframe: 91 Last Updated: December 05, 2013 15,50
GCo-reviewer: Next Step: Supervisor Greates Plan

plan allows the Supervisar and the employee 1o Set and undes

and clear expectations 4

Once yol have created the Performance Pian, the Employee wil be gven e plar 10 SCKOwiedye that they have feceived the pian

Cverview

Purpose
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»I) NEXT STEP

COLLEGE of
CHARLESTON

a) Employees
should receive

an ?mall Annual Program 12.5.13
asking them to | o rrE— RO,
Ackknowledge el o T e v Nl
The Plan — '
Plan Plan s Lide weCienagha m
Purpose

W Wy Reeen

W My Emplayens’ Raviews

Instructions
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